Project Assistant
Job Description
We’re looking for an exceptional project assistant to join our
Bristol-based team, helping to deliver our cycling behaviour
change projects around the world.
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Love to Ride
Love to Ride is the online platform and established global programme that gets more
people cycling. Using a wide range of communication channels and engagement
techniques, we make it easy and fun to encourage friends, family and colleagues to
ride.
We support people new to riding and encourage people who already ride to ride more
often and to work, switching from car to bike wherever possible.
By understanding existing behaviours, cycling frequency, real and perceived barriers and specific
motivators, we can boost positive behavioural change by providing targeted information, support,
incentives, rewards and encouragement.
We partner with cities, businesses, advocacy groups, transport authorities, sector stakeholders and other
organisations around the world to provide the Love to Ride platform and to deliver and report on the
success of our local and global programmes that are designed to encourage and grow riding.
Check out this 2-minute animation to learn more:

Where we roll
Love to Ride is operational in 12 countries and 5 languages already. More than 475,000 people have
registered in our programmes to date, including 110,000 new riders. On average 40% of these new
riders take up riding once a week or more often. We specialise in creating and delivering successful and
innovative year-round behaviour change and cycling encouragement programmes.
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We believe…
We believe that life is much better when we feel happy, healthy, energised and connected to the people
and places around us. We believe that riding a bike has so many benefits to us individually, to our
communities and our world. We know how good it feels to ride and how many benefits are there for the
taking, so we want more people to experience these positives too.

Our Mission
We are a global team with a range of products developed to achieve the best possible
results. Since 2014 we have focused solely on getting more people riding bikes and have
created a niche area of the transport sector for ourselves. Our mission is plain and simple:

“To create and successfully deliver the best programmes in the world
for getting more people riding bikes”

The Platform
The latest version of our web-app can be found here:
www.lovetoride.net/uk. We have many live programmes around the world
that have been adapted for local use, or specific markets. Our unified
approach and systems enable us to develop platforms that achieve
measurable results and at scale.
Example location funded site: lovetoride.net/manchester
Example business funded site: lovetoride.net/gsk
Example national project: lovetoride.net/nz + lovetoride.net/usa
We also integrate with a range of smartphone apps: Strava, Endomondo and MapMyRide – to give the
best user experience and further engage the more regular riders who participate in our programmes.

Diversity
At Love to Ride we believe that there is strength in diversity. To bring that strength into the organisation
and make the most of the rich benefits that a diverse team creates, we encourage applicants from all
backgrounds to apply to this role.
Regardless of age, disability, gender, sexual orientation, race, religion, political belief, or parental status – if
you feel this job is for you, and this statement chimes with you too, please apply.
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The Project Assistant Role
A Project Assistant is required to join Love to Ride - an innovative behaviour change and cycling
encouragement consultancy - who specialise in designing and implementing programmes to get more
people riding in the UK, USA, Canada, Australia, New Zealand and Europe.
We work with local authorities, public health, government departments, sector bodies and key
international stakeholders. Increasingly we work directly with organisations in the private sector and
strategically with a wide range of sector experts and specialist agencies.
Love to Ride are a small, highly focused and fun global team of passionate people. The Bristol-based team
manage behaviour change programmes across the UK and also support projects and product development
at a global level.
This is a varied, fun, challenging and highly interesting role involving everything from setting up project
websites to arranging promotional materials or drafting press releases and writing social media updates.
It will be your role to help make sure the projects run smoothly, on time and meet or exceed targets.
We are focused on developing our team and ensuring that we help grow skills and enhance individual
interests. Expect to be challenged and stretched professionally within this role.
Love to Ride has been developed over the last 13+ years and over this time has earned respect for delivering
quality programmes that consistently achieve great results. As a team we work hard, have fun, adapt
rapidly, take risks, experiment, have more fun and get so much individual and team benefit from being a
social business creating positive change. If all of this sounds good to you, read on!
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Roles and Responsibilities
The primary roles and responsibilities are:
•

Providing marketing and administration support to the delivery of Love to Ride behaviour change
projects to include:
o Being a part of the global support function, using social media, email and in-app communication
tools to give the end-user a great user experience
o Developing and executing e-campaigns, to include writing and programming e-communications,
exporting and segmenting databases, managing subscriptions, responding to recipient queries and
monitoring campaigns
o Administering project websites, to include adding and updating content and images, testing and
managing throughout the project period
o Administering incentives and prizes, communicating with winners and mailing incentives and
prizes at regular intervals throughout projects
o Proofreading marketing materials copy, liaising with designers and printers, finalising with clients,
arranging effective distribution
o General administrative support for city and business projects both in the UK and globally

•

Support the UK Project Delivery Team in growing and supporting the global Love to Ride community
and range of platforms and audiences by:
o Planning and creating engaging written and graphic/social content, moderating daily posts, writing
editorial content, using creative approaches to design, develop and implement promotions and
giveaways
o Identify bugs and website issues or gaps in content and structure and report in a timely way directly
to the Delivery Team

•

Develop and maintain effective working relationships with the local project delivery teams
o Foster a positive and effective local project community
o Identify opportunities to use user content to promote Love to Ride to new audiences

•

Support the Project Delivery Team on qualitative and quantitative research, including the setting up
of online questionnaires and surveys and supporting the reporting function

•

Carry out any other duties defined by the Senior Project Manager and Operations team which may
from time to time be necessary to further the aims of Love to Ride

Love to Ride © 2020

Project Assistant – Job Description

5

Person Specification
You are a bright, friendly and personally motivated individual who can demonstrate an
eye for detail, with experience handling a multitude of tasks often working to tight
deadlines. An enthusiastic individual, you are highly-organised and an efficient
administrator, confident supporting the Projects and Support team to deliver complex
cycling interventions. You’re committed to continuously improving Love to Ride’s
operations and also developing yourself in your role.

The ideal candidate will have the following attributes, skills and experience:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Educated to degree level
A commitment to creating positive change in society
Practical skills and experience in marketing and written communications
IT literate, with high level of competency in Word, Excel and a range of web applications
including mail-merging and database mailing tools such as Mailchimp
High level of interpersonal and communication skills, including writing
Solid administration skills
Excellent attention to detail and accuracy
Ability to work under pressure and to tight deadlines
Ability to work on multiple projects at any one time
Excellent time management skills
A love for social media and good working knowledge of the online industry
Creative and dynamic in approach to social media campaigns
Experience in content creation and delivery
Experience of running email and other communications campaigns
A sense of fun, good sense of humour and a desire to be part of a creative and exciting team of
passionate people making positive change happen
Takes responsibility for own actions and outcomes
Productive and effective team worker, able to work independently without close supervision
You’ll be open-minded, collaborative and friendly

Desirable (non-essential) skills:
•
•
•

Graphics/image design and editing
Production of GIFs, videos and other social media assets
Working knowledge of Adobe Illustrator, Photoshop and other key design applications
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Location and working during Covid-19
We are in new offices in Paintworks, a short hop from the centre of Bristol. However,
like most, we are currently working from home. We are keen to get back into the office
over time and in adherence with all UK guidelines. Having a suitable home-office or
alternative working base is necessary as is an adaptable approach to this.

The Project Assistant Role
This is a full-time role, working a minimum of 37.5 hours per week. Following a successful probationary
period of 3 months, you will be offered a 12-month contract with an extension option. We also have a good
record of moving our colleagues into broader roles, supporting global activity or specific key elements of
our work such as research, project delivery, business engagement, product development, sales etc.

Remuneration + package
From £22,000+ salary dependent on the quality and experience of the applicant. We also offer:
• Workplace pension scheme applies
• 22 days annual leave when on 12-month contract
• Personal development programme (CPD) and support
• One annual full bike service at Jake’s Bikes!

How to apply
Please complete an application form, which can be found on our recruitment pages along with this job
description: http://blog.lovetoride.net/recruitment/
Please send your completed application form by 10am on Monday 7 September 2020 via email to:
jobs@lovetoride.org
If you then make the shortlist, we will request a short (60 seconds max) video explaining why you are
perfect for this role. A smartphone video is absolutely fine – get creative send us something that shows us
who you are J
Client-facing site: partners.lovetoride.net
Love to Ride web platform: lovetoride.net/uk
Information resource developed during Covid-19: ride-healthy.com

We look forward to hearing from you!
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